Add Contract

State Contract and Procurement Registration System
(SCPRS)

The following screen is used to add
go to when you are putting a new cg
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of the system.

but the window remains open and may affect the performance
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The following pages in the User's Guide will address each of the boxes on this first Add
Contract page. The boxes will be listed as they appear on the screen, starting at the

top of the screen and going from left to right.

Boxes that have a red asterisk to their right are required and must contain data. If a
required box does not contain data, the system will not allow you to continue when the

Dept/Agency Name - Default
The name of the User's department or 4
and is defaulted according the Depar
The user does not have to do anythj
contract.

omatically show on the screen
aciated with your email address.

Sub-Unit Name
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When not to use

How is it used

Where is it used

Include code number or refe
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4 - Non-IT Goods (commodities)
Required: Beginning Term; Delegation
What
When
When not to use
How is it used
Where is it used
Include code number or referenceAvhen possible

5 - Non-IT Services
Required: Beginning Term;
What
When
When not to use
How is it used
Where is it used

When
When not to use
How is it used

nce wkenfossible

9 - Interagency Agreement
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Required: Beginning Term; Ending Term
What

When

When not to use

How is it used

Where is it used

Include code number or reference whg

10 - Grants/Subvention
Required: Beginning Term; Endj
What
When
When not to use
How is it used
Where is it used
Include code number

or reference when possible

11 - Memberships/Sponsorshi
Required: Beginning Term;
What
When

How is it used
Where is it used

Where istused:

Include codes orreference hose who\may want to research further:

Goods Base Delegation Number - (example: 9-02-1234) Issued for the

acquisition of materialdxsupplieg, and equipment up to $25,000 per transaction,
or the department’s delega purchasing authority limit as specified in the
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department’s Delegation Authority Approval Memorandum. If acquiring a
purchase under GC 14838.5, departments may make purchases up to
$99,999.99 under their Goods Base Delegated Purchasing Authority.
Information Technology (IT) Base Delegation Number - (example: 1T-123)
Issued for the acquisition of information technology and telecommunications
goods and services up to $500,000 pejtransaction, or the department’s
delegated purchasing authority limit g cified in the department’s Delegation
Authority Approval Memorandum.
Expanded Delegation Number -{example: 9-02-9123) Issued for the
acquisition of goods, informatioy’ technology oy'telecommunications goods and
services that exceed the basedelegation limits.>An expanded delegation is a
general expansion of authorjty™wjth no restyictions onthe type of goods a
department can acquire.
Special Delegation Nu . or the acquisition of
goods, information tec

expanded d
delegation is

Note: Your Department/Agéncy may not have a PIN number; therefore this is not a
mandatory field.
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Financed or Leased
Yes or No buttons. Click on the yes or no button to indicate if this contract/procurement

is financed or leased.

If the user selects "Yes", that means that the contract requires Financing or Leasing.

If the user selects "No", that means the contractis.neither Financed nor Leased.
Vendor FEIN

Enter the entire Federal Employer Idenfification Number (FEIN) or the entire Tax
Identification or Social Security Numbeér. This numberqust be a 9 digit numeric value

with no formatting such as dashes (- periods (.) between the numbers. If the number
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